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Introduction
The Montana Department of Commerce will be using the FundingMT.org web portal to manage the
Primary Sector Workforce Training (WTG) Program.

To aid in this transition from paper to paperless, WTG staff have developed this manual to assist you
through the steps of managing the grant. If you have had a WTG grant in the past, you will see that the
forms have not changed, just the processes of submitting the information to staff.

Basics:
o Any text that is highlighted with Light Blue is a link. This is what you click on.

Back Arrow
e Use the database Back button, not your internet browser back arrow.

bGranis - State of Monfana - Windows [nternet Explorer

- |#H:tp5 Fundingmt.arg vlﬂ | i [+ | x |._.‘-'

dit  Wew Fewantes  Tooks  Help

To Faarkes | @ hebirarks - Steke of Moritana

~ Grants and Loans
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< Menu | E Help | i Log Out g Back|

%/ Funding Opportunities

Cutting and Pasting from Microsoft WORD
e The system does not have a spell checker. You are welcome to prepare the narrative
information in Word. If using Word, it is a two-step process to insert the data.
o Copy the word data.
o Paste the information into the application using the Word button (clipboard with Word
icon).

Project

Describe the proposed activity.*

SIEEE| X LR A-Y- % |_fI|

o Adialogue box will open. Copy the data into the dialogue box and hit insert.
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(2 Paste from Word - Windows Internet Explorer

‘@ ps:// fjscripts/tiny_mce/plugins/paste/ pas

Paste from Word
Use Ctrl+V on your keyboard to paste the text into the window.

Grant Components

As soon as the contract, between the applicant and the Department, has been fully executed,
the applicant will receive a notice, via Webgrants, that the application status has been changed.
With an “Underway” status, successful applicants will have access to the Grant Components,
which will be the vehicle to administer the awarded grant.

Once your project has received the “Underway” status, from the main menu click “My Grants”.

@ Welcome

Main Menu

Click Help above to view instructions. Go to "My Profile”to reset password.

j Grantee Instructions
8 wy Profile

fa Funding Opportunities
@ My Applications

e The next screen will list all the grants that have received “Underway” status.

Current Grants

Grants in the status Underway or Suspended appear on this list. To view other Grants, click the closed Gral

MT-BSTF-13-TEST

ID Status\ Year O
10268 Underway 201N JEST - Show me the money -4|'E.'2[]132>
10294 Underway /2013 TEST - Proestie—04d0.12

Underwa 2013 TEST-DOC -04-1213
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e C(Click on the title of the grant that you are working on.

e Please note: any light blue font will open up a screen and/or document.
e The next screen is the “Grant Components” section and should look like this:

Grant: 11871 - TEST - WTG - 8-1-13 - 2013
Status: Undemalf

Program Area: [DQC - Test

Grantee Organization: Taoct AppHCE

Program Officer: Nancy Faro

Awarded Amount: 525,[}[}[}_[}[}

Grant Components
You can define your own alerts in the Alerts section
Com|

General Information
Claims

Status Reports
Correspondence

WTG Award Letter

WTG Contract Documents
WTG Start-up Papenwork
WTG Release of Funds
WTG Job Creation Reports
Confidentiality Agreement
Opportunity

Application

e To quickly tell if something has been uploaded into the system, you can look at the Grant
Components screen as the system will tell you the last time the file was edited. The only

exceptions are Claims, Status Reports and Correspondence.

Grant Components

‘You can define your own alerts in the Alerts section

General Information
Claims

Status Reports
Correspondence
Award Letter

Component

Last Edited
13

0712512012

Contract Documents 071292013 y
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Correspondence
To communicate through the on-line system, once the grant status has been changed to

Correspondence

“Underway” use the “Correspondence” through the Grant Components.
At the Grant Components screen, click “Correspondence”.

Grant Components

You can define your own alerns

General Information
Claims

WTG Award Letter
WTG Contract Documents
WTG Start-up Paperwork
WTG Release of Funds
WTG Job Creation Reports
Confidentiality Agreement
Opportunity

Application

The next screen will look like this:

9; Grant Tracking

Status:

Program Area:
Grantee Organization:
Program Officer:

Awarded Amount:

Subject From To

Grant: test-MT-B5TF-13-2 - Test--Roll out or not? - 2013

Underway

DOC BRD BSTF

Test Applicant - Commerce BRD Organization1
Nancy Faroni

$26,250.00

Inter-System Grantee Correspondence

Sent/Received

Attachments

Last Edited By:

e Click “Add”.

e The next screen will look like this:
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Correspondence ‘ Send
To:* | Nancy Faroni -
BRD Reviewer Test[=]
BRD1 Tester <
Additional CC addresses must be entered in email format.
CC:
Use a semicalon (3] to separate email addresses
Subject:*
Message: pi
Attachments:

e The “To:” button will show all the individual associated with the grant. You can select
multiply individuals.

e For attachments, click on “Browse”.

e Find the file on your computer and double click on it.

e The “Subject” is a required field.

e Once you entered your message, click “Send”.

e The message will remain with this grant and can be reviewed at any time by clicking on the
“Subject”, which will be in blue font.

Attaching a File

There are two different ways to attach a file. One way is when there is an attachment list provided and
second when there is no attachment list.

With Attachment List:

e The screen should look like this:

WTG Start-up Paperwork Return to Components

Do ion that the busii meets the "Primary Sector Criteria™ - Flease provide the documentation that the proposed the business satisfies the WTG qualifying criteria.
Attached the documentation here.

equired Forms
Signature Certification
Designation of Depository
W-9 Form

Attachment Description File Name  Type  File Sizi Delete? )

5 the "Primary Sector Criteria”

Insurance Requirements
Workers Compensation
General Liability

Other

PP e
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e C(Click on the correct Attachment Name, which will be shown in Light Blue Font.
e The next screen should look like this:

Menu | Help | Log Qut A Back | | L save
By venu| B Helo | 9 ]
Qf Grant

Attach File

‘Your executed agreements, such as Professional Services Agreement, Management Flan and Sub-receipient Agreement, along with any amendments to the Agreements, should be
frnserted in this section.
To upload the documents, click on name of the document that you want to upload (i.e. Professional Services Agreement). Then click"Add". Double click on the file that you want to
lpload. Be sure to add a clear description of the file (i.e. Amendment #1 to change the scope of work)

Attachment Instructions

\Frofessional Services Agreement - Flea

e executed copy of the Professional Services Agreement here.

pload File:

iption:* A

e — I
e C(Click “Browse” and locate the file on your computer.

e Double click on the file.

e The file name should then be listed as “Upload File”.

e Add a description of the file, i.e. Workers Compensation Policy — expires 1-1-13.

e C(Click “Save” on the main menu.

e If you want to review the document, click on the “File Name” (will be in light blue font).
e If you need to delete the document, click on the recycle box under “Delete”.

Without Attachment List:
The screen will look like this:

@) Menu | 8 Help | ¥ Log Out 9 Back| @Print

:}1 Grant Tracking

Grant: test-MT-BSTF-13-2 - Test--Roll out or not? - 0000
Status: Underway
Program Area: DOC BRD BSTF
Grantee Organization: Test Applicant - Commerce BRD Organization

Program Officer: Nancy Faroni

Awarded Amount: $1 00

Last Edited By:

e Click on the “Add” button on the main menu.
e The next screen should look like:
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?‘j’Menu | 8 Help | '@Log Out (@Back|
5)3 Grant Tracking

Attach File

‘nsert other documents in this section. Samples include depository form and insurance certificates.

Upload File: "

Description: * P

e To add the file, click on “Browse”.

e Once you find the file on your computer, double click on it.

e Add a description (i.e. Designation of Depository).

o  When finished entering the information, click “Save” on the main menu.
e The next screen will look like this:

@Menu | 8 Help | @Log Out (:-gBacM -"\'if_;lPrinH @Add |
5)3 Grant Tracking

Grant: 11964 - TEST - Category1 - 2013
Status: Underway
Program Area: DOC - Test Area
Grantee Organization: Test Applicant - Commerce BRD Organization1
Program Officer: Nancy Faroni
Awarded Amount:  $700,000.00

Job Creation Reports Return to Components
The Status of Jobs Report for Job Creation Project iz a critical living document.

The Job Creation Report must be updated and submitted to the Department with both the Semi-Annual and with each claim. The file should be upload as an Excel file.

To add the next report, click "Add" on the main menu. Click "Browse" and locate the file on your computer and double click on it. Be sure to add an detaifed description, such as
Job Creation Report for Claim #1.

To access previously submitted Job Creation Reports, click on the appropriate File Name, which will be shown in light blue font

Contacta Program Staff if you should have any questions on completing the report.
Description File Name File Size
Baseline Job Status Spreadsheet_final.xlsx 21KB
Last Edited By: BRD1 Tester, 10/01/2013

e If you want to review the document, click on the “File Name” (will be in light blue font).
e To delete the file, click on the Description.
o The next screen will look like this:
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Menu | Help | Log Out 5 Back | | Delete | | L save
i

&k Grant Tracking

Attach File

Upload File: Jpb Status Spreadsheet final xlsx

Description:* Baseline P

o Click “Delete” on the main menu.
e Once you have uploaded all the documents, click on “Return to Components”.

View Only Components
We have created grant components for ease in accessing information. Some of the components include
the Award Letter, Contract Documents and Release of Funds. To access the information:

e From the “Grant Component” screen, click on the appropriate component.

Grant Components

You can define your own alert;

General Information
Claims

Status Reports
Correspondence
Award Letter
Contract Documents

e The next screen should look like this:

% Grant Tracking

Grant: test-MT-BSTF-13-2 - Test--Roll out or not? - 2013
Status: Underway
Program Area: DOC BRD BSTF
Grantee Organization: Test Applicant - Commerce BRD Organization1
Program Officer: Nancy Faroni
Awarded Amount: $26,25[}_D[}

Award Letter Return to Components

Description deblae File Size
Award Letter Award Letter FUNDING ACKNOWLEDGEMENT.docx 15 KB
Last Edited By: Annmarie Robinson, 07/25/2013

e C(Click on the File Name, which is shown in light blue font, to view the document.
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e This is a viewable component only.

Start-up Paperwork
o Applicants will need to execute and upload the following documents:
Signature Certification;
Designation of Depository;
Documentation that the business meets the “Primary Sector Criteria”, if applicable;
Worker’s Compensation;
o General Liability Insurance as outlined in the contract;

O O O

e To upload the above documents, click on “Start-up Paperwork” on the Grant Components
screen.

e The next screen will look like this:

Instructions

To complete the start-up reqguirements, you will need to provide copies of your executed Signature Certification and Designation of Deposit forms, and provide proof of General

Liability insurance and workers compe. ign
The fillable form: - Designation of Deposit form and Signature Cem‘ﬂc@ downioad the forms, click on the form name, which is shown in bright blue.

The required documents needs to be scanned and uploaded in the on-line grant management system.

To insert the file, click on the Attachment Name, which are shown in blue ink. Click "Browse" and locate the file on your computer. Double click on the file name. You are also
required to insert a description of the file.

WTG Start-up Paperwork Return to Components

Do ion that the busii meets the "Primary Sector Criteria” - Please provide the documentation that the proposed the business satisfies the WTG qualifying criteria.
Attached the documentation here.

Attachment Description File Name  Type  File Size Delete?

Signature Certification
Designation of Depository
L0
Documentation that the business meets the "Primary Sector Criteria”
Insurance Requirements

Workers Compensation

General Liability

Other

QP e

Last Edited By:

e To download copies of the “Designation of Deposit” or “Signature Certification” forms, click on
the name in the Instruction section.

e To upload the executed document, click on the appropriate Attachment name that you want to
upload. (as a reminder: titles in light blue font is “clickable”).

o The next screen will look like this:
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Attachment Instructions
Professional Services Agreement - Please insert the executed copy of the Professional Services Agreement here.

Description:* P

e See section on “Attaching a File”.

e Once you have uploaded all the Start-up Paperwork, notify Program Staff through the
“Correspondence” grant component. The WTG staff will review the information and if all the
start-up paperwork has been completed, then the staff will issue the Release of Funds notice.

Job Creation Report
The Status of Jobs Report for Job Creation Project is a critical living document and as such we have
created a separate grant component for this report.

e Utilizing the baseline report as the starting point, the Job Creation Report must be updated and
submitted to the Department with each draw request.

e Each report will need to be uploaded, as an excel file, into the Job Creation Report Grant
Components.

e To access previously submitted Job Creation Report or to upload a new report, click on the “Job
Creation Report” from the “Grant Component” screen.

e The next screen will look like this:

Menu| f Help | & Log Out (3 Back | (% Priit| @ Add |
) 2 r

% Grant Tracking

Grant: 11964 - TEST - Category1 - 2013
Status: Underway
Program Area: DOC - Test Area
Grantee Organization: Test Applicant - Commerce BRD Organization1
Program Officer: Nancy Faroni

Awarded Amount: %DD,UDD_DD

Job Creation Reports Return to Components

File Name File Size

Description
Baseline Job Status Spreadsheet_[@ 21 KB
Last Edited By: BRD1 Tester, 10/01/2013

e You can access the previously submitted spreadsheet through the on-line grant management
system by clicking on the appropriate “File Name”, which will be shown in light blue font .
e To add the next report, click the “Add” on the main menu.
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e The next screen will look like this:

Menu | Help | Log Out 5 Back | | L save
S wenu| § Helo| ) =]

i Grant Tracking

Attach File

Upload File:

Description: * A

e See section on “Attaching a File”.
o We are asking that you provide a detailed description, such as “Job Creation Report for Claim
#1”.

e If you should have questions regarding how to complete the Job Creation Report, please contact
the WTG staff for instructions.

Confidentiality Agreement
o If the application included a Confidentiality and Non-Disclosure Agreement, a copy of the fully
executed Agreement will be uploaded into the system and can be viewed at any time during the
project.
e To view the executed Confidentiality Agreement, select “Confidentiality Agreement” from the
Grant Components screen.
e The next screen will look like this:

Instructions

Once information is submitted to the Department, the information is subject to the public’s right to know pursuant to Article Ii, Section 9 of the Montana Constitution. Written
information is subject to the right of citizens to inspect and copy pursuant to §2-6-102, MCA, unless there is an individual privacy interest that clearly exceeds the merits of public
disclosure.

The company may enter into a confidentiality agreement with the Department and provide an affidavit so that there is a clear understanding of the rights and obligations of the
company relative to protection of sensitive information in Montana.

If a Confidentiality Agreement was submitted and approved by the Departrment, a copy of the fully executed Agreement would be attached here. Mot all projects will have a
Confidentiality Agreement.

To insert the file, click on the Attachment Name, which is shown in blue ink. Click "Browse" and locate the file on your computer. Double click on the file name. You are also
required to insert a description of the file.

Confidentiality Agreement Return to Components
nt Description File Name Type File Size Delete?
<C0n[idenlia|ity Agreement @
[ — Last Edited Bv:

e Click on the file name, which will be shown in light blue font, to open the document.
e This is a viewable component only.
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Application

The submitted application is viewable at any time during the grant management process.
To view the application, select “Application” from the “Grant Components” screen.

Grant Components
You can define your own alerts in the Alerts

General Information
Claims

Status Reports
Correspondence

WTG Award Letter

WTG Contract Documents
WTG Start-up Paperwork
WTG Release of Funds
WTG Job Creation Reports
Confidentiality Agreement
Opporiunih

Application

It will open in a pdf copy of the application in a new window.

To exit, close out of the window.

Status Reports

From the Grant Components screen, select Status Report.
The Status Report is used for the Semi-Annual Report and Final Report.

Grant Components

You can define your own alerts in the Alerts:

General Information
Claims

< Status Reports >

WTG Award Letter

WTG Contract Documents
WTG Start-up Paperwork
WTG Release of Funds
WTG Job Creation Reports
Confidentiality Agreement
Opportunity

Application

The next screen will look like this:

December 12, 2013
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Menu | Help | Log Out &y Back | (2 Print | Add | |
9

5}1 Grant Tracking

Grant: 11964 - TEST - Category1 - 2013
Status: Underway
Program Area: DOC - Test Area
Grantee Organization: Test Applicant - Commerce BRD Organization1
Program Officer: Nancy Faroni
Awarded Amount: $500,000.00

Q8- Status Reports Return to Components

ID Type Date From-To Due Date Submitted Date Arrived? Status
Last Edited By:

e Click “Add” on the main menu ribbon.
e The next screen will look like this:

g}Menu | 8 Help | '@Log Out QgBacM ( | 'H Save

Q\ Grant Tracking

Status Report Instructions
Instructions: |Jse the drop down box to select the type of report that you want to submit. Then enter the period of time that the

report will detail. After completing this form, click “Save” and then click “Return to Components” to access the
rest of the status report form(s) to be completed.

General Information

LUse the drop down box to select the type of report that you want to submit. Then enter the period of time that the report will detail.

Report Period: j j

From *°
Status Report Type; Quarterly Report -

e Enter the report period and change the “Status Report Type” to Semi-Annual (default is
Quarterly)

e C(Click “Save” on the main menu.
e The next screen will look like this:

Menu| J Help | S| Log Out {3 Back | | & Edit|
e

5}1 Grant Tracking

General Information Return to Components
Use the drop down box to select the type of report that you want to submit. Then enter the period of time that the report will detail.

ID: 12795
Status Report Status: Editing

Due Date:

Report Period: 10/01/2013 10/02/2013
to

From

Status Report Type:* Semi-Annual Report

Last Edited By: BRD1 Tester, 10/02/2013
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e Once you verified the information, then click “Return to Components”.
e The next screen will look like this:

Components
Complete each component of the sfatus report and mark it a5

Mame
General Information
WTG Project Progress Report

e You can complete the forms in any order. However, all the components must be completed
before the system will allow you to submit the report.

Instructions

Use the drop down box to select the type of report that you want to submit. Then enter the period of time that the report will detail. Ater completing this form, click “Save” and then
click “Return to Components” to access the rest of the status report form(s) to be completed.

Components ( Preview | Submit
Complete each component of the status report and mark it as complete. Click Submit when you are done.
Name Complete? Last Edited
General Information 12122013

'WTG Project Progress Report

e Once all the items have been marked “Complete”, then click “Submit”.

Project Progress Report
e By clicking on the “Project Progress Report”, the next screen will look like this:

Status Report: 11871 - 07
Grant: 11871-TEST-WTG - 8-1-13
status: Edliting
Program Area: NOC - Test Area
Grantee Organization: Test Applicant - Commerce BRD Organization1

Program Manager: Nancy Faroni

WTG Project Progress Report

Report Period

Percent Complete

Current Status of the Project 0%

Is the project on track with the
implementation schedule?

If "Mo, " explain any issues.

Font Family  ~ Font Size -8B I 0
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i
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o
i

£
%
™
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e Answer the questions. Questions with a red * are required, along with the Authorized
Representative information.
e Once you completed the report, then click “Save” on the main menu ribbon.

e The next screen will look like this:

Status Report: 11871 - 07
Grant: {1871-TEST-WTG - 8-1-13
Status: Editing
Program Area: DOC - Test Area
Grantee Organization: Test Applicant - Commerce BRD Organization1

Program Manager: Nancy Faroni

WTG Project Progress Report ark as Complete o to Status Report Forms

Report Period

Perrent Comnlate

e Once you have verified the information, then Click “Mark as Complete”.
e Once you click “Mark as Complete”, you will return to the Components screen.
e Once all the components have been marked as complete, then you can submit the report by

click on “submit”

Components ( Preview | Submit )

omplete each component of the status report and mark it as complete. Click Submit when you are done.
Name Complete? Last Edited
1211212013

eneral Information o

Claims
e From the Grants Components screen, click” Claims”.

Grant Components
You can define your own alerts in the Alerts se

formation

Reports
Correspondence
WTG Award Letter
WTG Contract Documents
WTG Start-up Paperwork
WTG Release of Funds
WTG Job Creation Reports
Confidentiality Agreement
Opportunity
Application

e The next screen should look like this:
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@yvenu| J Help | i Log Out 3 Back| -;"gpri( P Add | )

%} Grant Tracking

Grant: MT-BSTF-13-TEST - TEST - DOC - 04-12-13 - 2013
Status: Underway
Program Area: DOC - Test Area
Grantee Organization: Test Applicant - Commerce BRD Organization1
Program Officer: Nancy Faroni

Awarded Amount: 326,[}[]0_[}0

QS5- Claims Return to Components
Date Date Date .
1D Status Submitted Paid o Claim Amount
Submitted Amount $0.00
Approved Amount $0.00
Paid Total $0.00
Total $0.00

Last Edited By:

e Click “Add” from the main menu ribbon.
e The next screen should look like this:

Claim Instructions

Claim General Information

To create a new Claim enter the starting date and the ending date of the Report Period. Thiz is the period of coverage for this Claim.

Menu Help Log Out ) Back ! Save
D wenu| B Heip| <P Back| @@=

i Grant Tracking

Instructions: Please enter the period you are requesting funds for, Category, if applicable, and Claim Type (payment or
reimbursement. Once these fields have been completed, click on “Save” and "Return to Components” to view
and complete the other form(s) required to complete your reguest for payment.

Claim Type:*  Reimbursement ~

Report Period: j ﬂ

From™® to®

Final Request? &

e The Claim Type is Reimbursement for all Business Resource Division programs.
e Insert the Report Period. This should be the dates that the reimbursement is covering
and/or from the last claim date.

e [f this is the Final Request, then check the box; otherwise click “Save” on the main menu
ribbon.

e The next screen will look like this:
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Claim: MT-BSTF-13-TEST - 001 Grant Components
Grant: MT-BSTF-13-TEST-TEST - DOC - 04-12-13
Status: Editing
Program Area: DOC - Test Area
Grantee Organization: Test Applicant - Commerce BRD Organization1

Program Manager: Nancy Faroni

Reporting Period Return to Components

Claim Type:* Reimbursement
Report Period: (7/01/2013 07/26/2013

Froem to

Claim Status:* Editing

Final Request?

e Review the information and if correct, click “Return to Components”.
e The next screen will list all the components that must be completed before the claim can be

submitted.
Components
Complete each component of the Claim and mark it as complete. Click Submit when you are done.
Name Complete? Last Edited
General Information v 08/27/2013
Reimbursement 0812712013
Training Documentation 11/25/2013
Other Documentatiom 11/26/2013
Job Training Spreadsheet
Certification

e The Components can be completed in any order. However, all the components must be
completed before the system will allow you to submit the report.
e Once all the items have been marked “Complete”, then click “Submit”.

Reimbursement
e By clicking on Reimbursement, the grantee can enter the expenses for this period (that you are
requesting reimbursement for) and match expenses for this period.
e The reimbursement format will match the budget that was submitted in the application and
approved by the Department.
e Enter the expenses for this period for both the WTG request and Match.
e The WTG request must match the WTG Job Training Spreadsheet.
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Menu | Help | Log Out ) Back | | k-] save
D venu| B Helr| < =)

&} Grant Tracking

Claim: 11871 - 001 Grant Components
Grant: 11871-TEST - WTG - 8-1-13
status: Editing
Program Area: DOC - Test Area
Grantee Organization: Test Applicant - Commerce BRD Organization?

Program Manager: Nancy Faroni

Instructions

To save or edit this form, click "Save" or "Edit"in the upper right hand corner of the screen. Information entered into this form will be lost unless the "Save"icon is selected before
moving on to the next form. If you wish to move back a screen, select the 'Back " icon. Do not click on the main browser's back arrow. Doing so could unknowingly jeopardize
the integrity of the data entered into the progress reporl thereby interfering with your grant.

Reimbursement

Prior

Budget Category Contract E)Fpensgs e Contract Match Expgnses Prior Match
Budget This Period (Paid) Match This Period Expenses
WTG Request
Training $25,000.00 $1.00000 $0.00 §0.00 3000 $0.00
Sources and Uses Other Funding Source
fraining $0.00 $0.00 $0.00 $10,000.00 $500.00 $0.00

e When you are done entering the information, click “Save” on the main menu ribbon.
e Once you save, the next screen will show a summary and should look like this:

Menu | Help | Log Out {5 Back |
e

2} Grant Tracking

Claim: 11871 - 001 Grant Components
Grant: 11871-TEST-WTG - 8-1-13
Status: Editing
Program Area: DOC - Test Area
Grantee Organization: Test Applicant - Commerce BRD Organization1

Program Manager: Nancy Faroni

Instructions

To save or edit this form, click "Save" or "Edit"in the upper right hand corner of the screen. Information entered into this form will be lost unless the "Save”icon is selected before
moving on to the next form. If you wish to move back a screen, select the "Back"icon. Do not click on the main browser's back arrow. Doing so could unknowingly jeopardize
the integrity of the data entered into the progress report thereby interfering with your grant.

Reimbursement Mark as Complete )Go to Claim Forms

Prior Available emaining

Budget Category ShL E).(pensgs Expenses Total Paid Balance o Matclj Expgnses e Total Match Match Ll
Budget This Period . - Match This Period Expenses . Percentage
(Paid) (Unpaid) Requirement

WTG Request

Training $25,000.00 $1,000.00 $0.00 $1,000.00 $24,000.00 §0.00 $0.00 $0.00 $0.00 §0.00 .00%

Sources and Uses Other Funding Source

training $0.00 $0.00 $0.00 $0.00 $0.00 $10,000.00 $500.00 $0.00 $500.00 $9,500.00 -
Sub Total: $25,000.00 $1,000.00 $0.00 $1,000.00 $24,000.00 $10,000.00 $500.00 $0.00 $500.00 $9,500.00 33.33%

Total: $25,000.00 $1,000.00 $0.00 $1,000.00 $24,000.00 $10,000.00 $500.00 $0.00 $500.00 $9,500.00 33.33%

e To correct an entry, click “Edit” on the main menu ribbon.
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e Edit will re-open the reimbursement screen for corrections. Once correct, click “Save”.
e Once you have verified the information, then Click “Mark as Complete”.
e Once you click “Mark as Complete”, you will return to the “Components” screen.

Training Documentation

e The Business Resource Division typically pays on a reimbursement basis.

e Grantee will need to provide documentation of the training costs for which WTG funds are being
requested. Typical types of documentation include invoices from training providers; sign-in
sheets for classroom training; receipts for items purchased such as supplies, airline tickets, hotel
receipts, etc. and signed training logs for on-the-job training. All training activities must be
consistent with the submitted Training Plan.

e The WTG Program requires a match of $1 of local funds for every $3 of WTG funds. The grantee
can provide the match at any time during the course of the project. However, with each claim
(draw request), the minimum match must be met. When uploading the match documentation,
please upload the document separately from the training documentation and clearly specified,
unless you are reducing your training expenses for match.

e At the component screen, select “Training Documentation”.

e The next screen will look like this:

Menu | Help | &) Log Out oy Back |
)

i Grant Tracking

Claim: 11871 - 001 Grant Components
Grant: 11871-TEST-WTG - 8-1-13
Status: Editing
Program Area: DOC - Test Area
Grantee Organization: Test Applicant - Commerce BRD Organization1

Program Manager: NEI’TCY Earoni

Training Documentation Mark as Complete | Go to Claim Forms
Please insert the supporting documentation of the training costs for which WTG funds are being requested.

Typical types of documentation include invoices from training providers; sign-in sheets for classroom training; receipts for items purchased such as supplies, airline tickets, hotels,
efc; and signed training logs for on-the-job training. All training activity must be consistent with the submitted Training Plan.

The WTG Program requires a match of §1 of local funds to every §3 of WTG funds. The Grantee can provide the match at any time during the course of the project. However, with
each claim (draw request) the minimum match must be met. When uploading the match documentation, please upload the document separately from the training documentation,
unless you are reducing your training expenses for match.

To insert an document, click the Add button. Upload the document and provide a description. You can insert multiple documents. When all the documents have been uploaded,
then click Mark as Complete.

Description File Name File Size Date Uploaded

e To add a document, click “Add” on the main menu ribbon.
e See section on “Attaching a File”.

e Once you have finished uploading the documents, click “Mark as Complete”, which will return
you to the Components screen.
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Job Training Spreadsheet

The WTG Job Training Spreadsheet is a living document.

The spreadsheet template should be downloaded with the first claim. The spreadsheet should
then reside on the Grantee’s computer and updated with each claim (draw request). The
updated spreadsheet should then be uploaded into the on-line system.

Under the “Category Definitions” tab of the spreadsheet are directions on how to complete the
spreadsheet.

Copies of the training records and/or receipts associated that was included on the Job Training
Spreadsheet must also be uploaded into the system under “Training Documents”.

Other Documentation

You can submit additional documentation on the training under the “Other Documentation”
component. Typical types of documentation would include training certificates that may have
been issued as a result of the WTG Training.

If the Grantee does not have any additional documentation beyond the information that was
already updated in the “Training Documentation” section, the Grantee must _still click “Mark
as Complete” in this section.

Certification

As per the contract, “funds can be requested by sending a letter on an official letterhead signed
by the contact listed in the contract, or by the individual who signed the contract, along with
one additional signer designated as a certified signer”.

Hence, the Grantee must still update a signed letter requesting the funds that has been signed
by the appropriate person.

See “Attaching a File” for directions on how to upload the file.

Once you have completed the component, click “Mark as Complete”.

As a reminder, the corresponding Job Creation Report must also be uploaded into the
Grant Component before the claim can be processed.

Submitting Claim
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@ Menu | a Help | i Log Out <y Back| @Prin: \
ik Grant Tracking

Claim: 11871 - 001 Grant Components
Grant: 11871-TEST - WTG - 8-1-13
Status: Editing
Program Area: DOC - Test Area
Grantee Organization: Test Applicant - Commerce BRD Qrganization1

Program Manager: Nancy Faroni

Instructions
Please enter the period you are requesting funds for, Category, if applicable, and Claim Type (payment or reimbursement. Once these fields have been completed, click on “Save”
and "Return to Compeonents” to view and complete the other form(s) required to complete your request for payment.

Components P
Complete each component of the Claim and mark it a5 compiete. Click Submit when you are done.

Name omplete? Last Edited
General Information 4 0812712013
1212/2013

Reimbursement

Training Documentation
Other Documentatiom
Job Training Spreadsheet
Certification

11/25/2013
112612013

e All the components must be shown as “Complete” before the system will allow you to
submit the claim.
e Once all the required information has been marked as complete, then click “Submit”.

Subsequent Claims
e Anice feature about the claim process is the ability to copy existing claim information for
subsequent claims.
e At the Grant Components Screen, select “Claims”.
e The next screen will show all previously submitted claims and should look like this:

Date Date Date

o Status Submitted Paid From-To
Submitted 04/26/2013 04/25/2013 - 04/26/2013
Submitted Amount
Approved Amount
Paid Total
Total

QS- Claims Copy Existing Claigd| Return to Components

Claim Amount

$7,700.00
$7,700.00
$0.00

$0.00
$7,700.00
Last Edited By

e From this screen, you can view the previously submitted claim by click on the ID (which will

be in light blue font).

e You can copy an existing claim by clicking on “Copy Existing Claim”. If the Claim status is

shown as “Editing” or “Submitted”, the claim cannot be copies forward.

e The next screen will look like:
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g} Menu | 3 Help | @ch Out
&k Grant Tracking

Copy Claim

'\':gBack|

Select a Claim to copy and click save. Claim in Editing or Submitted status cannot be copied.

Sy M—
10480 - 001

Type Due Date

Submitted Date
04/23/2013

Status
Paid

e To copy this claim, click the copy button and click “Save” .

e This will re-direct you to the following screen:

Instructions

Flease enter the period you are requesting funds for, Category, if applicable, and Claim Type (payment or reimbursement Once these fields have been completed, click on “Save”

and “Return to Components” to view and complete the other form(s) required to complete your request for payment.

Components

Complete each component of the Claim and mark it as complete. Click Submit when you are done.

Name
General Information
Reimbursement
Progress Report
Attachments

Complete?
v

Preview | Submit

Last Edited
07/130/2013

07130/2013
07130/2013

e Even though this shows that the General Information is “Complete”, you will still need to click
on “General Information” and correct the Report Period.

g} Menu | 3 Help | @ch Out

i} Grant Tracking

Claim: 10480 - 003

Grant:

Status:

Program Area:
Grantee Organization:

Program Manager:

Reporting Period

Claim Type:*

Report Period:

Claim Status:*

Final Request?

'\':-QBack\
10480-TEST - Try-it-again - 4/23/13
Editing
DOC - Test Area
BRD Organization2
Debra Demarais
Reimbursement
04/23/2013 04/23/2013
From to
Editing

e To edit the “Report Period”, click “Edit” on the main menu.
e Once you corrected the Reporting Period, then click “Save” on the main menu.

e Tofinish the claim, you will need to click “Return to Components”.
e All the Components must be completed before the claim can be submitted.
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Completion Report
Once all the WTG funds have been drawn, received and expended, the applicant will need to submit a
Final Report.

e From the grant component screen, select “Status Report”.

Grant Components
You can define your own alerts in the Alerts sectio

General Information

( Status Reports

Encu Ces
Correspondence

Award Letter

Contract Documents

BSTF Category 1 Agreements
BSTF Cat 1 - Start-up Paperwork
Job Creation Reports
Confidentiality Agreement
Opportunity

Application

e The next screen will look like this:

Status Report Instructions

Instructions: |Jse the drop down box to select the type of report that you want to submit.
report will detail. After completing this form, click *Save” and then click “Ret
rest of the status report form(s) to be completed.

General Information
Use the drop down box to select the type of report that you want fo submit. Then enter the period of time that the report will detail.

Report Period: 10/01/2012 ﬂ 10/01/2014 j

From to

Status Report Type:™® Final Report -

e Be sure to change the ”Status Report Type” to “Final Report”.
e C(Click “Save” on the Main Menu.
e The next screen will look like this:
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General Information C Return to Components)

se the drop down box to select the type of report that you want to submit. Then enter the period of time that the report will detail.
ID: 12808
Status Report Status: Editing
Due Date:
Report Period: 10/01/2012 10/01/2014

Froem to

Status Report Type:* Final Report

e After you verified the information, click “Return to Components”.
e The only component is the completion of a Closeout Certification.
e From the Final Report Components, select “Closeout Certification”.

Components Preview | Submit
(Complete each component of the status report and mark it as complete. Click Submit when you are done.
Name Complete? Last Edited

v 10/03/2013
<Clos eout Certification

e Download the Certification form by clicking “Closeout Certification”, which will be shown in

light blue ink, within the instruction section.

Instructions
TG Closeout Certification must be pi | executed by the Authorized Business Representative and uploaded into the system. The certification can be found at: WTG
seout Certification.

WTG Closeout Certification Mark as Complete | Go to Status Report Forms
Closeout Certificati

Last Edited By:

e The executed form can be uploaded by clicking on the add document button.

Attach File

Upload File:
Attach File

e C(Click “Browse” and locate the file on your computer. Double click on the file name, then
click “Attach File”.
e Send correspondence through Webgrants that the form has been uploaded.
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Checking Previously Sent Alerts

To view the alerts that have been sent through the system, click “My Profile” from the main menu.

Main Menu
lick Help above o view instructions. Go to "My Profile” to reset password.

'.'_' Grantee Instructions
My Profile

iia Funding Opportunities

@ My Applications
.Q My Grants

From the profile page, click “Alert History”.

@ wmy Pprofite

Feel free to edit your profile any time your information changes. Create your own personal alerts using My Alerts. Reset your password under Reset Password.

My Profile y Alerts | Reset Password

This will provide a list of all the alerts that have been sent to the email address listed on the Profile page.
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